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BACKGROUND

As an enpl oyer, each agency of the State of Wsconsin is responsible for
reporting certain taxable information to the Internal Revenue Service (IRS) in
addition to the enmpl oyee's regular salary. This information, supplenenta
W2 s, must be sent to the person and transmitted to I RS by January 31 each
year. Depending on the IRS rules, at the end of each year, the I RS may
require that W2’ s be issued for reinbursenent of enployer provided
educational assistance benefits.

This bulletin provides instructions for the coding of various training
expenses. In addition to provisions in enployee union contracts, chapter
238.2 of the DHFS Supervisor’s Manual provides guidance for deternining
eligibility and level of reinbursement for training and rel ated expenditures.

Segregation of these expenses provide the Departnment of Enpl oyee Rel ations
(DER) with detail ed expenditure information on job-related, career-related
trai ning and associated activities for contract considerations. W have
establ i shed account codes to separate training-related expenditures for
tuition, fees and books fromthe travel expenses (transportation, neals,

| odgi ng) incurred for attending training sessions, conventions or other
nmeeti ngs of professional associations.

PROCEDURES

Travel / Trai ni ng Expense Detail. To produce information required for IRS
reporting and required by the Departnent of Enployee Rel ations (DER), the
foll owi ng procedures enphasi ze the proper use of account codes given in the
“Account Code Listing” when coding the travel or invoice vouchers.

a. Use the follow ng account codes for tuition, fees and books:

21750-Tuition, Fees and Books - Job-Related Training. (For inprovenment
of job skills or know edge, and is managenent-directed.) Related trave
expense will be recorded in 21100 or 21300.
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21800-Tuition, Fees and Books - Career Related Training. (For
activities necessary to progress through a class series of jobs closely
related to enployee's current job and for affirmative action training.)
This account is used to collect the necessary information for reporting
t axabl e educati onal assistance reinbursenents to the IRS. Related
travel expense will be recorded in 21100 or 21300.

21750- Regi stration/ Tuition and Fees - Professional Association Meetings.
(For neetings and conventions that are job related and enpl oyer-
directed.) Related travel expense will be recorded in 21100 or 21300.

b. The foll owi ng account codes will be used for the travel expenses
incurred to attend training sessions, conventions or other neetings of
prof essi onal associations. |f nmeal expenses are incurred w thout an

overni ght stay, see Accounting Procedure - Travel 1.41.

21100-1 n-State Conventions and Conferences. (Al in-state trave
expenses incurred while attending authorized conventions and
conf erences.)

21100- Enpl oyee Travel for Training In-State. (Al in-state trave
expenses incurred while attending in-state training sessions.)

21300-CQut-of - State Conventions and Conferences. (Al out-of-state
travel expense incurred while attendi ng authorized conventions and
conf erences.)
21300- Enpl oyee Travel for Training Qut-of-State. (Al out-of-state
travel expenses incurred while attending out-of-state training
sessions) .

c. Travel costs for non-state enployees. Reinmbursenent of all costs
associated with non-state enpl oyees shoul d be coded to Account 21600.

REFERENCES

DHFS Supervi sor’s Manual, Chapter 238.2 and chapter 228.2 E
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